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MEMORATIE FOR: Deputy Director (Administration) 25 Mareh 1952
FROM t Chief, General Services

SusJLer 1 Table of Organization Increases

1. Pendinz submission of an oversll recomiendation for T/0

chanres for Administrative Service, the followlng immediste increases
are mqm&ted:
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8. JUILDING MAINTRNAICE AND UTILTTIES DIVISION:
{1) Office of the Chief:
A8=7 = Bullding Halntensnce Assistant - 1
(2) shone Dranche
w Azslstant Chiefl ~ 1l
w Clork-Typist = 1
G‘H; ~ Talephone Operators - 8
b

RECONDS MANACFMENT AND DISTRIBUTION DIVISIOH:

{1} Hail Control iranchi 25X1A

it - 8L =

05«8 ~ Asgistent Chief -
OSwl; = Clerk (Typing) -
GSw? = Courier Superviser -
G8wls - Hail Clerk o
05=f = Courier -

G5l = Courisr =

ggi - Hail Supervisor -
- Hail Clerk =

(5wl = Courier -
' a5l - File Clerk -
i = N\ Gbm3 = Courlier -
18 b (8=3 = Hall Clerk -
.‘”’g-\g'kg CPC~l; - Kessenger -
2= g;'gQ; OPCwd = Hessenzer -
- HeE Total
§ &§8e "™ #This ie the genersl overall readjustment vhich
8@ 438 will provide a net increase in the Mail Control
22828 Branch of ten (10) positlons.
2, Thie request is submitied under justifications outdined in
oversll stals study in accordance with oral inetructione of the A-ND/A.
25X1A
J Rk ]
Dietributions TiAL Chief, Oeneral Services
Oripg-addresses EE!FEE“ '
rl-ﬂ-nn/g :
2-0f,
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I have satisfied myself by personal
investigation that the increases request-
ed in the Building, Maintenance and Util-
ities Division are necessary insofar as
the number of people requested is concem-
ed.

The increase in the Mail Control
Branch is prompted by a recent security’
survey of the courier service made by I&S,
However, I instructed |GG t°
request a sufficient number of additional
couriers to comply with the recommenda-
tions of I&S, but I had not angicipated

over

FROM: ADD/A

BUILDING ROOM NO. EXTENSION

FORM NO 3q -
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that as many as ten additional positions
would be required, You should satisfy
yourself that this number is actually
necessary and the request for increase
should be subjected to review by Personnel
and the Comptroller,

Whatever increase is granted will not
affect personnel ceilings at this time,
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